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 CONFIDENTIAL e

+ Chief, Management Steff DATE: @ MAR 1een
: Director of Logistics

: Increase in Table of Organization and Personnel Ceiling, Cffice of
logisties

_ : Mansgement Staff Survey of Loglstics Office dated 30 June 1054

1. It is requested that the T/0 and personnel ceiling of the
Office of lLogistics be increased by one, in order to establish &
File Clerk position in the Document Control and Processing Unit,
Depot Stoci: Control Section, Supply Operations Branch, HSuprly Divisien.

2., This Unit maintains the file of each reguisition, and all
subseguent documents prepared as & result of the requisition. The
estimated filing ectivity for the pericd 1 July through 31 December

11954 ie shown: in enclosure.
{

3. During the course of -the management survey of this Division
‘(see Tab "I of the reference), the establishment of such a position
was considered, but it was thought that the file work could be absorbed
by distribyting it among the clerical personnel of the Unit. We have
found from experience that this work-cannot be absorbed, and hes re-
sulted in inadequate filee and hes affected the production of the Unit.
It is therefore proposed to estgblish a GS-3 File Clerk positionm, which
1s justified by the volume of the work, so that the present staff can
carry out its basic assignments.

L, The jd.utie's of the proposed position will include:
" a. Filing epproximately 130,000 documents & year.

b Screening shipping documents against reguisitlons to
verify item and quant_ity shipped. o

¢, BRecord and issue flles on reguest to various personnel
of the Untt, the Division and to thevAuditors.

d. Screen files continually to ensure insertion of all
pariinent documents and for complesioi.

5. An inecreases in funds in the amount ol the baslic salary will he
recuired in Fiscel :
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o CONFIDENTIAL

T Mareh 1955

Document Control & Processing Unit, Supply Operstions Branch, Supply Division

The following is an analysis of estimeted filing srtivity within the Unit for
period 1 July through 31 December 195h:

8. Credit Voucher Files

(1) Preparation of file folder for emch voucher number assigned (each requisition)
(2) Filing the following documents:

- (a) SHuspense and ditto master s 2}y

(b) Coding documents attached to T540
requisitions (locals)

(c) Purchase return copies of requisitiont 4850

(4) Signed receipts (regns.) %
(e} Warehouse refusals 300
(f) Expedite notices 840
(g) Correspondence 12¢
. {h) Back order relesses /
Suspense 2712 :
Coding documents 2T1e
81gned actions , 2712 8136
- (1) Yellow ehipping documents 1680
{i) Oreen shipping documents _ 1680
(k) Pink shipping documents - 1680
(1) Partial shipments N
(Average of 2 per carga, yellow,
green, pink V8D's) 3360
(m) Recipient's copy of receiving 3240
b. Debit Youcher Files
(1) Preparation of file folders
(2) Filing the following:
{2) Reproduction 603
| (n) 173
! {e)" 166
- 25X1A  {d) 7332
| (e} 50
(f) Ordnance 10
{#) Miscellanecus 133
{(h) Adjustments e
¢ Request for files ©2hoe
TOTAL DOCUMENTS PROCESSED AND FILED flo e

{O mofths period)
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&(7‘__}
Oitr Chief, Mmnsgemont 8teff
SUBJECY i Addition of one Fositlon to Offilce of logisties
Teble of Organisatlon
REPEREROE + Hemorandum, dated 9 Maxoh 1955, fwom Director of
Toglgtics o Chief, Mansgewent Staff, Subject as
above (M5 h3kh)
1. This offico has reviewed the referenced proposal for the
new position. The classification of the File Clerk, 08~3 position
is approved.
2. The 0ffiee of Lopgletics has heen informed of and conours
with this classification zcblon.
Harrison (. Reynolds
rector of Personnel
Abtachment
Referenond Hemorandunm
z e ] \”4
Auth.: HR 76-3 4P g-;
Date; - . \l ® By: _Q_ ______
? j':-‘«#,
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Chief, Mansgement Staff T
Chief, Budget Divisien

Inoresse in Table of Organization and
Personnel Ceiling, Office of logistics

pmorendun from Prector of Loglsties to
m:ier, ﬁm&gemt gterf, 9 Maveh 1955.

3. 'The referenced memorssdum proposes that the T/0 and personnel ceiling of
the Office of logistics be inmasea by one, in order to egtablish s G5-3 File
Qlerk position in the Doowsent Control and Processing Unit, Depot Stock Control
Bection, Bupply Operations Branch, Supply Divislon. 25X9

2. As of 1 March 1955, the Office of logisties T/0 of Il included nive | 25x9 ,'
positions slloceted o the Document Control snd Processing Unit. The following '

is 8 sumary of the current and propesed T/0 for the Document Control and Process~
ing Unit:

25X9

25X9R

3. No additional funds will be required to finance the positicn for fiscal
year 195%. The Office of Logistics will abeorb thie coet within its eurrent
allotment.

L. IFf the proposed sddition to the Office of lLogistics T/0 and persomnel
celling is spproved, it is recommended that no additional funds be allocated to
that office for the sdditional position for the remainder of the current fiscal
year. For fiscal yesr 1956 sn incresse in the amount of $2,950 will be quﬂred
to provide for the position on a full year basis.
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